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Email Outlook client setup

This document contains instructions for setting up Microsoft Outlook to access NMFS Mail
and Directory servers.

Start outlook express.

Cancel the internet connection wizard if necessary.

Internet Connection Wizard El

Welcome to the Internet
Connection Wizard

The Internet Connection wizard helps pou connect your computer
to the Intenet. 'ou can ugze this wizard to set up a new or
exizting [nternet account,

£~ | want ta sign up for a new Internet account. [My telephone line
iz connected to my modenn. ]

£ | want to transfer my existing Intermet account bo this computer.
[ty telephone line iz connected ta my modem. ]

= | want to zet up my Intermet connection manually, or | want tné
connect through a local area network, [LAN]. i

To leave your Internet zettings unchanged, click Cancel.

To learn more about the Inkermet, click Tutarial, Tutarial |

< Back I Mest » I Cancel

Select Yes.

Internet Connection Wizard

@ The Internet Connection wizard has nat finizhed zetting up your Intemet connection,
Are you sure you want to cloze the wizard?

¥ Do rat show the Intemmet Connection wizard in the: future

Select Yes.
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Outlook Express x|

& Outlook, Expresz iz not currently vaur default mail clent.

wiould you like to make it pour default mail chent?

v &lways perform this check when starting Outlook Express

Yes | Ha

Internet Connection Wizard

Your Hame

wihern pou zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your name as vou would lke it to appear.

Display name: IL::-_I,u:I D arby

Faor example: John Srmith

< Black Hest > Cancel |

Select the first option and enter your address.
Internet Connection Wizard : 5'

Internet E-mail Address

Your e-mail address iz the address other peaple Lze ta zend e-mail messages ta youl.

% i aready have an e-mail address that I'd like to use:

E-mail address: IInyd_darby@nDaa.gDV

For example; someone@microzoft. com

" 1'd like to sign up for a new accourt from: | Hakmail j

< Back I Mext » I Cancel |

Very important! Select IMAP from the drop down list.
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Enter HQMAIL.NMFS.NOAA.GOV in both server boxes. Case does not matter here.

Internet Connection Wizard x|

E-mail Server Names

My incoming mail zerveriz a  (pops - | server

Incoming mail [POF3, IM&P ar HT TF] server:
|HDM.&IL.NMFS.NDM.EDV

A SMTP server i the server that is used for pour outgoing e-mail,

Outaaing mail [SMTP] zerver:
|HDMAIL.NMFS.NDM.EDV

¢ Back Mest > Cancel

Un-check the box that says remember my password.

Internet Connection Wizard : ﬂ

Internet Mail Logon

Type the account name and password pour Internet service provider hag given you,

Account name: II-::_I,u:I.u:IarI:u_I,I

Pazzword; I

[~ Remember password

¢ Back I MHewt > I Cancel

Click finish.
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Internet Connection Yizard ﬂ

Congratulations

'ou have successfully entered all of the information required to set up your account,

To zave these settings, click Finizh.

¢ Back

Cancel |

Click yes to get the list of email folders from the server.

Outlook Express

Enter your password.
Logon - HQMAIL.NMFS.NOAA.GOY x|

Pleagze enter your uzer name and pazaword for the
following zerver.

— Logaon
Server: HOMAIL MEFS MOAS GOY

zer Marne: IIn:n_I,n:I.darI:n_l,l

Password: ||

™| Bemember Fasswond

] 4 I Cancel

Select OK to close the Imap folder list when it is finished.
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B Show,/Hide IMAP Folders ed =4
Account[z]: Dizplay folders which contain;
=
HOMAILM... Folder Show |
@ [nbow ﬂldE |
2 Sent ltems
B} Drafts Beset List |
A Sent
T Trash
Al [ isible |
Goto | k. I Cancel
o

Outlook express will now have two sub-folders in the folder list.

one for local, and one for hgmail.

Next you need to add the NOAA address book.

Start by selecting Tools, accounts.

ﬁ,l HOMAIL.NMFS.NOAA.GOY - Outlook Express

Send and Receive

(A .

J Fil=: Edit Yiew | Tools Message Help

" P

Delete

Send/Recy

=2 | @

Addresses

=10l x|

>

3 Outlook Express
Local Folders

Meww Mail syvnchronize Al
i Synchronize Account
= HQF& IAIL.N Mark Far. @Ffline
Folders

fddress Boak, .
fdd Sender ta Address Boolk

Ctrl+Shift+B

E@.

n HQMAIL.NMFS.NOAA.GOY
select a folder, then cli

Configures wour accounts,

on Conkacks ko create a new conkack,

1

Message Rules IMAF Folders. ., | Sethings w
IMAP Folders. . IInread | Tokal | Synchronization Setkings
Accounts, ., n n &l messages
Mew fccount Signup n o O all messages
Contacks ¥ Cpkions, .. 1] o0 O all messages
ST oenk n o0 O all messages
There are no contacks bo displaw, Click T Trash 1] o O all messages

| ©

A

Select Add, Directory Service.
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Internet Accounts 7| x|

Al Mail | Mews I Directory Sewicel
Account | Type | Connection |
@ HOMAILMMFS....  mail [default] A Available

Set az [Default |
Import.... |
Ewport... |

Set Mrder... |

Cloze

Enter HQDIRECTORY.NMFS.NOAA.GOV in the server name field. Case does not matter here.
Internet Connection Wizard i x|

Internet Directory Server Hame

Type the name of the Interet directory [LDAP] server your Internet zervice provider or
apztem administrator haz given you,

Internet directary [LDAF] zerer: IHE!DIFEEI:T ORY. MMFS. MOAS GOV

Cancel |

¢ Back

Select Yes to have you addresses checked when you send a message.
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Internet Connection Wizard El

Check E-mail Addresses

Your e-mall program checks the e-mail addreszes of your mezzage recipients uzing one
ar more directary service address lists.

Ilzing a directary service to check the e-mal addreszes of your meszage recipients may
zlove down the performance of your e-mail program.

Do you want to check addrezses uging thiz directon service?

= ires
i Mg
¢ Back I Mewt > I Cancel
Select finish.

Internet Connection Yizard ﬂ

Congratulations

'ou have successfiully entered all of the infarmation required to set up your account,

To zave these zettings, click Finizh.

< Back

Cancel |

Select the properties of hqdirectory.



Internet Accounts

All I b il I MWews Directom Service |

| Connection

Aocount | Tvpe

%.ﬁ.ctive Directary
% Bigfoaot Intermet ... directary zervice
% HODIRECTORY.... directom service
% InfoSpace Buzin...  directony service
% InfoSpace Intern...  directory zervice
%"v"eriﬁign Internet ..
%Whu‘#here Inter...

directorny zervice Local Area Metwork,
Local Area Metwork,
A Available

Local Area Metwork,
Local Area Metwork,
directary zervice Local Area Mebwark,

directarny zervice Local Area Mebwark,
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2=

&dd 4

Bemove |

Set az [Default |
Irnpart... |
Expart... |

Set Order... |

Cloze |

Enter o=noaa.gov . The leading character is the letter and not zero. Case does not matter here.

4 HQDIRECTORY.NMFS.NOAA.GOY Properkie

General Advanced |

Server Port Mumber

Directory zervice [LDAF): IEEEI [ze Default |

[T Thiz gerver requires a secure connection [S5L]

Search

Search timeout;
Chott = F————— Laong

M axirmurm number of matches to return;

[D-ND2s GOY

[T Usze simple search filter

1 minute

Search base:

o ]

Cancel Apply

Close the accounts window.
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Internet Accounts 7| ]

A | Mail | Mews Ditectary Service | Add >
Aocount | Tvpe | Connection | Bemove |
%.ﬁ.ctive Directary directony service Local &rea Metworl: _

% Bigfoot Internet ... directomy service Local Area Metwork Froperties |
% HODIRECTO FI.Y.... d!rectnr_l,l serv!ce Ay Available S Tl |
% InfoSpace Buzin..  directony service Local Area Network

% InfoSpace Intern...  directory zervice Local Area Metwork, Impaort... |
%"v"eriﬁign Internet ... directony service Local &rea Metworl:

%Whu‘#here Inter... directon service Local Area Metwork Expart... |

Set Order... |

Create a new message to yourself, to test your connections.

ﬁ,l HOQMAIL.MMFS.NOAA.GOY - Dutlook Express - |EI|E|
J File Edit ‘“iew Tools Message Help |

I Mail Message 2 -
Dpen Chr| 0 [News Message >< @ T L =
elete Send/Recy Addresses
—ai Fald Chrl+Shift+E
: Save attachments, ., . S o
= Saye as Stationery, . Conkack. ..
| F Zauuil i romers uil agriAILNMES.NOAA.GOY
|£_- Folder L hange offline settings, First select a Folder, then click Settings
E Irnpork +
wnchronize Accounk | IMAF Folders. .. | Settings -
Expark F
Brink. .. ChHP er | nread | Total | Synchronization Settings
s witch Tdentit nbox n n Al messages
I;‘“ T:'I:' SOy - R ent Ikems 0 o O all messages
I SIS rafts 0 o O all messages
| Properties AlE+Enter  fent 0 o O all messages
T _ rash i 0 O Al messages
¢ Wark Offline
| B
Exit and/Lag OFf Idemkity
CF o Exit S

Enter some names and verify directory service is working. The names are not validated until you
send the message or execute the check names function.
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H: New Message =10l x|
J File Edit “iew Insert Format | Tools Message Help E

j = ‘ X @ 7 o) speling... F7

Send

Cub - Copy Paste U peguest Read Receipt
Check Mames CErHE

R To:  |lowd
B I i Select Recipients. ..
Ce Imurk
Address Book. .. Ckrl4-Shift+B
Subject: |
Encrypk

| Arial =] o =] I Digitally Sign

Reguest Secure Receipk

[

Checks the addresses with the enabled Directary Service Accounts. i

Invalid names return error. Select Cancel to delete the recipient, show more names to change the
entry you have made.

Check Mames 7| ]

Mo matches found For ' maork: !

[Mo Matches Found]. Froperties |

Mew Contact |

[F, | Cancel |

Underlined names have been validated.
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>

||
J File Edit ‘“ew Insert Formak  Tools  Message

5% @A (s 5>

(il Copy Paste  Undo Check  Speling

To: |L|:ug|:| Darby|
e Iml:urk
Subjeck: |

[ Arial Aoz £E|B £ WA/

=
I 4

Send the message to yourself to verify that you can both send and receive mail.



